Adding a document to a collaborative space

Step 1: Go to the collaborative space in question and access item
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Step 2: Click on Documents

Step 3: Click on go beside Create New
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searchable outside this collaboration space.

Search for documents or create new ones. This area contains documents uploaded by collaboration space members only. Documents in this collaboration space arej
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specific search criteria for your search.

To perform a search, enter keywords in the Search Text field. Then make selections using the search criteria options, and click Search. Use the Advanced Search |
Search Text ||
Search Type | All words ~

Step 4: Fill in information and click next
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Search for documents, create new ones or edit existing ones. This area contains documents uploaded by registered users, and they are separate from document]
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the button next to the locale for which you are creating the content itern.
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Enter new or change existing summary information about the iterm and then click Create or Save Note: If you are creating the content item, then a list of locale
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Step 5: Click the document you are trying to load and then click create

New Document

Search for documents, create new ones or edit existing ones. This area contains documents uploaded by reg
spaces.
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Select an option. For File Mame, click Browse (the "Choose file" window opens) and locate the document. |
already selected, it is displayed next to "Current Document.”
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